ADMINISTRATIVE DIRECTIVE No.l.1

R e S

zfrzcrrvs'ngrg: June 25, 1980

EEVISION QARTES:

STURSEoT: General Provisions

1. Purvose
Adninistrative Directives are issued to:

- fmprove service to the public through efficient and effective
management ;

- provide guidance .to the various departments of the City of San
Antounio;

- implement uniform procedures for tha handling of day-to;day
administrative activities.

2. Resvonsibility

2. The Budget and Research Department will have administrative
responsibility for coordinating the preparation, publication, and
distribytion of Administrative Directives., -

b. The City Manager will reviev and approve all Admlnistrative
Directives prior to their implementation,

c. Debartment heads will ensure their department;s compliance with thez
provisions of the various Administrative Directives.

3. Procedures

a. Adninistrative Directives are issued;ijer the signature of the City
Manager, and, if appropriate, the sfpnature of the department head
responsible for the implementation %f‘the Directive.

b. Administrative Directives will b-\Q-dexed and distributed to every
City department by the Budget anff }

c. Administrative Directives will be effective upon the date of .
issuance, unless otherwise specified, and will remadin {n full force
until officially revised, superseded, or camcelled in vriting.

4., TYTormat

a. The follouwing sections, as needed, shall be include2 in each =
Administrative Directive:

1 PURPOSE - A statement of what the Directive will accomplish.



(2) RESPONSIBILITY -~ Delineates responsibilities of departments
and/or indiyiduals.

(3) DEFINITIONS - This section may be used {f any of the terms are
subject to misunderstanding. . ,
b. Following these introductory sections shall be other sections
elaborating the policy or procedure dealt with 4n the Directive,
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Thomas E. Ruebnaer -
~ City Manager
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